CITY OF SANTA CLARA PROSPECTIVE EMPLOYEE
APPLICATION GUIDE

1. City of Santa Clara Job Opportunities can be found at santaclaraca.gov/jobs.

2. If you are unable to find a specific job opportunity, you can fill out a Job Interest Card and you will be
notified of positions when they become available.

3. Once you have opened the first hyperlink, a Careers and Job Opportunities page will appear as shown
below.

= Menu JOB OPPORTUNITIES 3] signn A

w Careers and Job Opportunities

Welcome o the City of Santa Clara!
Apply oniine by selecting the job title and click the "Apply” link. You will be prompted to log in or create an account (select a Username and Password). Online applications
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Scroll down the page to view current job opportunities. Click on the position to view the job description,
benefits and supplemental questions.

Assistant City Clerk
CA 95050, CA

Full-Time - $99,000.00 - $128,112.00 annually
Category: Administration / Records Management

Preferred Filing Date: 4:00 p.m., Wednesday, September 30, 2015. To receive first consideration for the screening process, candidates must submit a “Letter of Interest and
Intent,” salary history, and a detailed resume This is a key leadership position in the unclassified service responsible for assisting the City Clerk in the administration of the Ci

Electric Utility Generation Technician

CA 95050, CA
Full-Time - $103,380.00 - $132,204.00 annually
Category: Utilities

Incumbents ensure that for all of the City of Santa Clara's electric generation power plants that all of the systems and sub-systems are operated and maintained in an
efficien, effective, and a safe manner

4. Once you have opened a current job opportunity you can, click on to apply on-line. NOTE some

job opportunities may not have an button; instead require you to send your application, resume
and cover letter to a specific address on the job announcement.

Q Search Assistant City Clerk 2

Salary () $99,000.00 - $128,112.00 Annually Location () CA 95050, CA
Assistant City Clerk [0 Job Type  Full-Time Department  City ClerkiCity Auditor's Office
A 05080, CA Job Number 45-15-010 Closing  9/30/2015 4:00 PM Pacific
Full-Time - $99,000.00 - $128,112.00 annually
Category: Administration / Records Management
DESCRIPTION

Preferred Filing Date: 4:00 p.m., Wednesday, September 30, 20
Intent.” salary history, and a detailed resume This is a key leadel

5. Once you have clicked you will be directed to the appropriate link under governmentjobs.com. If
you do not have an account with governmentjobs.com you will need to create an account with a unique
username and password.



http://agency.governmentjobs.com/cityofsantaclaraca/default.cfm
https://www.governmentjobs.com/careers/cityofsantaclaraca/jobInterestCards/categories
https://www.governmentjobs.com/
https://www.governmentjobs.com/

Assistant City Clerk

Sign in to apply
*Username or Email

*Password

6. Complete the application to the best of your knowledge. After you have successfully completed each step
click .You will receive a check mark next to each completed field. Review your application then

click .NOTE you may need to update your governmentjobs.com profile after each job you
apply for.

~/ Certify & Submit

~
By clicking on the "Accept’ button, | hereby certify that all statements contained
- herein or submitted to the City of Santa Clara as a part of this application are true
to the best of my knowledge, and | agree and understand that any misstatements
or omissions of material facts contained herein or in any material submitted as part
- of the application process (for example, medical reports, certifications, licenses,
school transcripts, etc.) regardless of when discovered, may resultin the
disqualification of my application, or if said information is discovered after | have
N~ become an employee of the City of Santa Clara, termination from my position. |
further agree and understand that the City of Santa Clara will contact and obtain
information from sources such as schools, former employers, individuals, etc. to
2 investigate and verify statements | have made herein. | have no objection to the

disclosure of information concerning my background by these sources to the City
of Santa Clara, and | authorize such organizations, employers, schools, and/or
individuals contacted by the City to respond fully and candidly 10 the inquiries
made about me by the City of Santa Clara. | have no objections to information
given by me or obtained through information or sources given by me being used

by the City of Santa Clara in any phase of the employment process. If offered a
Submit position, I hereby agree to furnish proof of either citizenship or legal right to work
in the United States:

7. Important Information to know about the application process.

a. Some applications may require unique responses under the “Questions” section, while others may
not.
b. Incomplete Applications will not be considered for review.
c. Other applications may have a limited amount of entries available and may close without notice.
d. The most qualified applicants will be notified for any additional questions and or to schedule an
interview.
8. You will receive an email notification from noreply@governmentjobs.com shortly after you apply, stating
you have applied for the appropriate position. If an email does not appear in your inbox, check your
spam/junk malil folder.

Application received by City of Santa Clara Inbox  x =
noreply@governmentjobs.com 10:21 AM (0 minutes ago) - -
to me |-

Dear

Your application has been received by City of Santa Clara for the Assistant City Clerk position at 09/01/2015 10:21 AM
Pacific Time

Thank you for your interest in employment with the City of Santa Clara. The City has received your application

The examination process will include one or more of the following steps: application review and evaluation, written test, oral
interview examination, and/or performance test. Please refer to the job opportunity announcement for additional examination
information and to determine the knowledge and abilities required to successfully perform the job.

You will receive instructions by email and/or mail as to the next step in the process. Please confirm that your email account
will receive emails from governmentjobs.com in your email in-box or periodically check your spam filter to ensure you are
receiving timely notification
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